1. Go to Start > All Programs > Microsoft
Office > Microsoft Outlook 2010.

NOTE: If using Citrix, click on the Outlook

Outlook 2010

E-mail Accounts

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outlook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Outlook 2010,

e

Setup

2. Next at the
“"Microsoft Outlook
2010 Startup” box.

‘fou can configure Qutlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would vou like to configure an E-mail account?

I Keep Yes as
the default.

Auto Account Setup
Click Next to connect to the mail server and automatically configure your account settings.

3. Next at the “Account
Configuration” box.
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I ‘four Mame:

Example: Ellen Adams

E-mail Address:

4. Keep all defaults;
Next at the “Add
New Account” box.

Example: ellen@contoso.com

() Text Messaging (SMS)

() Manually configure server settings or additional server types

< Back Next >

Online search for your server settings...

Cancel
e 2 e

Configuring

5. Once all e-mail .

Configuring e-mail server settings. This might take several minutes:
+"  Establish network connection
< Search for Peter, Jaquith @state, vt.us server settings
+«" Log on to server

‘Your e-mail account is successfully configured.

[ Manually configure server settings

server settings
receive a checkmark,
Finish at the “Add
New Account” box.

Add another account...
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Outlook 2010 Setup (manual set up)

(Use the manual set up when having issues with the automatic setup)

,
evroemowsans =

1. Go to Start > All Programs > Microsoft
Office > Microsoft Outlook 2010.

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Qutiook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Qutiook 2010,

NOTE: If using Citrix, click on the Outlook
icon.

e S 2 Nextatthe

E-mail Accounts “Microsoft Outlook
2010 Startup” box.

You can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would vou like to confiaure an E-mail account?

| Keep Yes as
the default.

3. Next at the “Account
Configuration” box.

srer e 0 S =

Auto Account Setup
Connect to other server types,

() E-mail Account

Your Name:
Example; Ellen Adams
| E-mail Address: . “ ”
g e 4. At the “Add New Account” box, Choose
Manually configure server settings or
additional server types, Next
(7) Text Messaging (SMS)

l@l Manually configure server settings or additional server types

< Back i Next > i Cancel
preTTEINEE

Choose Service

() Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
I (@ Microsoft Exchange or compatible service
“qﬂect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

() Text M, jing (SMS)
Connect to a mobilg messaging service.

5. At the “"Add New
Account” box, Choose
Microsoft Exchange or
compatible service, Next

<Back || Next> }[ Cancel
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Congratulations!

CITE—— e

Server Settings

Enter the information required to connect to Microsoft Exchange | 6. Enter server address:
outlook.vsms.state.vt.us
Type the server name for your account. If you don't know the server r
ST and uncheck Use Cached

Server: |outlook.vsms.state.vt.us
Use Cached Exchange Mode Exchange Mode

Type the user name for your account.

User Name: |‘ M G [ o Check Name

7. Click on Check Name.
Once the name appears in
the “User Name” field, click
on Next.

You have successfully entered all the information required to setup your account.

To dose the wizard, dick Finish.

8. Click on Finish.
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